U.S. MARINE CORPS
53 CIVILIAN HUMAN RESOURCES OFFICE
Camp Smedley D. Butler, Okinawa

s http://www.mcbbutler.marines.mil/Baselnformation/CivilianHumanResourcesOffice/MLCIHAAnnouncements.aspx

T Announcement No. 09-17 Date: 11 Jan 17
i POSITION VACANCY ANNOUNCEMENT

Il Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed
% below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the

S closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only

individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370.
*** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED ***
For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO.
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PWO #: 003 Position title: Administrative Specialist, #9, BWT-1, Grade-4

L MLC F/T Permanent ‘ Number of position(s): 1 | Location: Camp Foster
13 Organization: MCB Camp Butler, G-8 Division, Internal Review Branch

i Area of consideration ZEAE&i[H: Closing date: (2 HFR)

s Okinawa Wide (MLC/IHAs employed in Okinawa) 20Jan 17

HREENIZTERAENLTWAL MLC/IHA t%E8

Summary of duties:

5 Keeps calendar, makes travel arrangement for Internal Review Officer. Prepares, Types and reviews written

b correspondence for the internal Review Office. Answers incoming calls. Types and reviews internal review reports
and inspection correspondence. Assists the Internal Review Staff with cash counts, inspections, and training
engagements. Assists with regulatory research for internal control reviews. Assists the Internal Review staff
coordinate training conferences and schedule training engagements. Translates Japanese language documents for

it internal control review purposes. Retrieves data (SABRS, SMARTS, other unique Camp information systems) and
® put in spreadsheet and applicable format for internal review staff analysis. Assists internal review staff with

5 quarterly cash counts. Coordinates/verifies current fiscal practices with Camp personnel and maintains record of
ly discussion. Prepares internal review briefing slides and spreadsheets. Acts as primary information technology

coordinator for the Comptroller Division. Acts as GCPC card representative for the Comptroller Division. Acts as
GCPC card representative for the Comptroller Division. Acts as primary RO for the Comptroller Division. Maintains
Comptroller sever files. Picks up and sorts incoming guard mail. Shops DSSC for internal Review Office etc.

| Qualification Requirements &#& 4/t

Uo 1. Must be able to speak, read and write English (LPL-2 or above).
2. Possess knowledge of advance function of Microsoft Office program such as Outlook, Power Point, Word and
| g prog
‘T Excel.
] 3. Must have at least one year administrative experience in the next lower grade.
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LANGUAGE PROFICIENTY LEVEL (LPL)
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